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SUBMITTING MATERIAL TO THE UNIVERSITY OF BOLTON 
INSTITUTIONAL REPOSITORY (UBIR) 
 
 
 
1 Purpose  
 
This procedure identifies the method for the deposit of material within The University of Bolton 
Institutional Repository (UBIR). 
 
2 Scope 
 
This document covers all types of materials accepted for deposit in UBIR, as outlined in The 
University of Bolton Institutional Repository (UBIR) Policy.  
 
3 Procedure 
 
3.1 Submission Procedure 
 
The UBIR Team mediates and administers the depositing of material submitted for inclusion in the 
repository. The preferred file format is Word or Rich Text files for written material, other formats 
may be accommodated by arrangement. The UBIR Team can assist in the conversion of submitted 
material into PDF format. All languages are supported; the metadata (including abstract), however, 
must be in English. 
 
3.1.1 Deposit Agreement 
 
All depositees are required to agree to the UBIR Deposit Agreement before submitting material. 
The validity and authenticity of the content of submissions is the sole responsibility of the 
depositee. 
 
3.1.2 Copyright 
 
The majority of publishers support the rights of authors to deposit their work into a repository. 
Increasingly funding agencies mandate the deposition of research into a repository as part of their 
grant awards (http://www.sherpa.ac.uk/juliet/index.php). 
 
To check whether it is possible to deposit your work into the repository and to determine what 
format this should take: 
 
 Read the copyright agreement you signed when you published your paper. This may indicate 
whether or not you are permitted to make your paper available in a repository.  
 
 If you do not have a copy of the agreement or it does not explicitly cover this issue, you may 
find it useful to check the SHERPA RoMEO site for further details 
(http://www.sherpa.ac.uk/romeo.php). 
 
 If the publisher is not listed you may be able to find details of the copyright agreement you 
signed on the publisher’s web site (often within the section on "Guidelines/instructions for 
authors/contributors").  
 
 Contact the publisher directly and ask them. If the agreement appears to forbid deposit in a 
repository bear in mind that some publishers do change their agreement and apply this 
retrospectively. You can get a letter template from the repository administrator. The repository 
administrator can contact the publisher on your behalf. 
 
For further information on permissions that are normally given as part of each publisher's copyright 
transfer agreement and a full explanation of pre-prints and post-prints see the SHERPA RoMEO 
site for further details (http://www.sherpa.ac.uk/romeo.php). If your publisher is not included on 
RoMEO, you could check with the copyright agreement you signed on publication (which may have 
more information), the publisher's web site or you can contact the publisher to check their position. 
Alternatively, contact the IR administrator for help. 
 
The repository team will assist in determining that no conditions of copyright are contravened by 
depositing items into the repository. 
 
3.1.3 Embargo 
 
Deposits are welcomed at any time; however, the repository is required to strictly observe any 
funders’ and publishers’ embargo policy 
(http://www.sherpa.ac.uk/guidance/authors.html#funderrurles). Embargoes can range from months 
to years. Full text will be made available after the embargo period has expired; abstracts will be 
made available at all times. 
 
3.1.4 Removal of material 
 
Removal of material at the authors request is strongly discouraged as this will lead to broken links 
from external sources and/or the University VLE/web pages etc. Alternatively the repository 
encourages authors to deposit later versions; users will be directed to this version by the repository 
administrators. 
 
Any copyright or IPR violations are the sole responsibility of the depositees. If the repository 
receives proof of copyright violation, the relevant item will be removed immediately. 
 
3.1.5 Disclaimer 
 
UBIR is not the publisher; it is merely the online archive, the repository administrators check all 
items for authors’ eligibility, relevance to the repository content policy, valid layout and the 
exclusion of spam. All depositees must agree to the deposit agreement.  
 
Neither The University of Bolton or UBIR guarantees or warrants any statements contained within 
the repository; neither do they accept any responsibility or liability for any possible mistakes 
contained herein. 
 
Links to other sites on the repository pages are for information purposes only, the administrators 
are not responsible for the content or availability of these sites. 
 
Where possible the repository will work with its external partners to ensure continued readability 
and accessibility by: 
 
 Converting or migrating file formats 
 Developing and implementing software emulations for old file formats 
 Maintaining a full archive backup 
 
In the event of UBIR being closed down, the database will be transferred to another appropriate 
archive. 
 
 
 
 
4 Location, Access and Dissemination of the Procedure 
 
The controlled copy of this document will be held on the University intranet within a ‘Policies and 
Procedures’ section of the Governance website.  The document will be made available on request 
to external parties as required.  
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